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(SD)—Supervisor’s Dilemma (WOAD)-—What Others Are Doing 


Subject Issue Number 


ABSENTEEISM & TARDINESS 
How to Cure Chronic Tardiness........... 17 


APPRAISAL 
Appraise Your Performance Appraisals 
Let Them Know How They’re Doing 
Part 1: Prepare for Appraisal 
Part 2: The Interview 


ATTITUDES 
Don’t Let Setbacks Get You Down 
14 Ways to Lose New Employees. ......... 
Insubordination — Attitude and Act........ 24 
Letter to a New Supervisor 
Fhe Pittalls of Stercotypits.. .. 6 2 eS 4 
Solicit Employee Complaints? 

It Does Make Sense 
What Have You Done About Off-the-Job Safety?. .1 
Win Their Willing Cooperation 


BOSS-SUPERVISOR RELATIONSHIPS 


Be Diplomatic with Your Boss ............ 
Influence with the Boss(SD) .. . 


CHANGE 
Avoid the Pitfalls of Making a Change 


COMMUNICATION 





The High Cost of Communication Blunders... . . 8 


The Instructional Manual: How to Write 
One That’s Readable 
Make a Good Impression When You Write 
No Gold in Silence 
Solicit Employee Complaints? 
It Does Make Sense 


Tou Can Sav Tent Aga |... 66-6 see es 21 


COMMUNITY RELATIONS 
For Professionals and the Public: A Health- 
Education Center (WOAD) 
The Rovers: Help for Those in Need (WOAD). .. . 
Volunteer Help for the Homebound 
Patient (WOAD) 


COST CONTROL 
Value Analysis: Something of Value 


COUNSELING 


CREATIVITY 
Bight Steps to New Ideas... 2... 0. cc eee 14 
Put Your Creativity toWork. ............ 21 


CRITICISM 


Solicit Employee Complaints? It Does 
Make Sense 


DECISION MAKING 
Step-by-Step Decision Making 


DISCIPLINE 

Borderline Performers: Get Them over 
the Hump 

Discipline: Accentuate the Positive 


DISMISSAL 
POWMe OF MOUIO FMS § ok. 6 oS AS Ke Os 2 


DRUG ABUSE 
A Pot-Smoking Page (SD) 
Discussion 


Drug Abuse: Beyond Physical Treatment 
(WOAD) 

Methadone Treatment for Heroin Addicts 
(WOAD) 


EMPLOYEE DEVELOPMENT 

Borderline Performers: Get Them over 
the Hump 

Discipline: Accentuate the Positive 

Do You Develop Talented Subordinates? 


How People Learn 
Let Them Know How They’re Doing 
Part 1: Prepare for Appraisals. .......665% 1 
Part 2: The Interview 
On-the-Job Training for New Employees. ..... . 6 
Promotion: What About the “Also Rans’”? .... 
Responsibility: Key to Motivation 
Selecting and Training Understudies 
Some Games Subordinates Play 
When a New Employee Has High Potential 


HIRING 

How to Spot Performance Clues in a Job 
Application 

Make the Most of the Hiring Interview 

Reference Checking: How to Get the Facts 

Weigh the Choices: Who is Best for the Job? 


HUMAN RELATIONS 

Avoid the Pitfalls of Making a Change 

Be Diplomatic with Your Boss ............ 
Can You Level with Subordinates?.......... 7 


Don’t Discount the Human Relations 

TOON 8. Sn Cree Ber otis oe. & nein Sane 
Don’t Let Setbacks Get You Down 
14 Ways to Lose New Employees.......... 
The High Cost of Communication Blunders 
Insubordination — Attitude and Act........ 
The Pitfalls of Stereotyping 
Promotion: What About the “Also Rans’”’? ... . 
Some Games Subordinates Play 
Understanding Subordinates’ Needs 


INSTRUCTIONS 
(See TRAINING) 


INTERVIEWING 
(See also COMMUNICATION) 

Let Them Know How They’re Doing 
Part 1: Prepare for Appraisal 
Part 2: The Interview 

Make the Most of the Hiring Interview 





LEADERSHIP 
The ABCs of Supervisory Succe 
Do You Develop Talented Subordinates? 
Don’t Discount the Human-Relations 
PR aD ass A a OE a Ne ase Sb & we 68 24 
Living Up to the Demands of Your Job 
Make the Most of Your Authority ......... 24 
Selecting and Training Understudies 


LISTENING 
(See COMMUNICATION) 


MANAGING YOUR JOB 

(See also PLANNING AND ORGANIZING) 
Appraise Your Performance Appraisals. ...... 16 
Five Roads to Failure 
Get Fast Relief from Paperitis 
Living Up to the Demands of Your Job .......5 
Make the Most of Your Authority ......... 24 
Put Your Creativity to Work. ............ 21 
You Can Lighten the Burden of Vacation 

PMR arts ty da anv ue eine ciy.G es, 6 “ae rte a. 3 0a, 8 
You Can Win the Race with Time 


MEETINGS 
Promote Safety Through Meetings 


METHODS IMPROVEMENT 

(See also SYSTEMS AND PROCEDURES) 
Appraise Your Performance Appraisals 
Are You Using Your Overtime Properly? 
Get Fast Relief from Paperitis............. 9 
Get Started on Work Simplification ......... 5 
How to Make Effective Plans 
In the Pharmacy: Unit-Dosage Distribution 

System (WOAD) 
The Instructional Manual: How to Write One 

That’s Readable 
PERT: A Simplified Version That You Can Use . . 
Pin Down the Details of Clerical Assignments. . . . 2 
Step-by-Step Decision Making 
Ten Don'ts of Letter Writing 
Value Analysis: Something of Value 
Work Measurement in the Hospital 


MOTIVATION 
Responsibility: Key to Motivation 


NEW WORKER 

14 Ways to Lose New Employees. ......... 17 
Help New Subordinates Adjust ........... 21 
On-the-Job Training for New Employees. ...... 6 


When a New Employee Has High Potential ... . 


ORIENTATION 
(See NEW WORKER) 


PATIENT CARE AND SERVICE 
(See WHAT OTHERS ARE DOING) 


PLANNING & ORGANIZING 


Get Fast Relief from Paperitis............. 9 
Get Started on Work Simplification .........5 
How to Make Effective Plans .............23 
PERT: A Simplified Version That You Can 

Use 
Pin Down the Details of Clerical Assignments. . . . 
Work Measurement in the Hospital 
You Can Lighten the Burden of Vacation Time. . . 
You Can Win the Race with Time. ......... 


PROBLEM SOLVING 
Borderline Performers: Get Them over 

the Hump 
Eight Steps to New Ideas... 2... 2 see eees 
The Heavy Toll That Noise Takes. ......... 
How to Cure Chronic Tardiness........... 
Prevent Employee Pilfering 
Put Your Creativity to Work 


SAFETY 

Promote Safety Through Meetings ......... 
Safety Is Your Responsibility 

What Have You Done About Off-the-Job 


Eight Steps to New ideas... . 2. cc cc wen 
Five Roads to Failure 

Living Up to the Demands of Your Job 
“Unaccustomed asI Am...” 


SUPERVISOR’S DILEMMA 

A Matter of Minutes 
Discussion 

Who’s in Charge? (Volume 7, Number 19) 
Discussion 

The Battlefield 
Discussion 

The Borrower (Volume 7, Number 21) 
Discussion 

Maddening Myrna 
Discussion 





Derek’s Downhill Slide (Volume 7, Number 23) 
Discussion 

RRIDEIOD FROUIOUIS oo sk sss oo: ww oe Ses 7 
Discussion 

A Pot-Smoking Page 
Discussion 

RENTS NEUEN 0 os 5 Ce See a a 4 ae 11 
Discussion 

The Toughest Decision 
Discussion 

An Unsettling Relationship 
Discussion 


A Question of Dress 
Influence with the Boss 
Impasse 


SUPERVISORY RELATIONSHIPS 

(See also BOSS-SUPERVISOR RELATIONSHIPS) 
Don’t Discount the Human-Relations Approach. . 24 
Make the Most of Your Authority ......... 24 
Some Games Subordinates Play 


SYSTEMS AND PROCEDURES 

(See also METHODS IMPROVEMENT) 
Get Started on Work Simplification 
PERT: A Simplified Version That You Can 


Pin Down the Details of Clerical Assignments. . . . 2 
Prevent Employee Pilfering .............. 4 
Work Measurement in the Hospital 


TRAINING 
(See also EMPLOYEE DEVELOPMENT) 
Borderline Performers: Get Them over 
the Hump 
Do You Develop Talented Subordinates? 
Help New Subordinates Adjust 
How People Learn 
On-the-Job Training for New Employees 
Pin Down the Details of Clerical Assignments. . . . 2 
Selecting and Training Understudies 


VALUE ANALYSIS 
Value Analysis: Something of Value 


WHAT OTHERS ARE DOING 
Awareness Seminars for Hospital Employees . . . 
ETO EK SOR IROS 5 <G)-a 1 ae ie ages ae ke 13 
Civilian Health-Care Jobs for Ex-Military 

Medics 


Courtesy TIOns. TOO) oo aosc Ris een ee eee 
Drug Abuse: Beyond Physical Treatment ..... 
For Professionals and the Public: A Health- 

Education Comte... 6 i tc wn eee eee 
Help for Compulsive Gamblers 17 
Helping Children Adjust to Hospitalization . . . . 16 
In the Pharmacy: Unit Dosage Distribution 

SOOM sca ae.6. sash wis els Gos ee eee 20 
Methadone Treatment for Heroin Addicts. .... 14 
A New Role for Mises... ok bs oe ce 3 
Nursing Students Help Families Meet Their 

Health Needs 
Outpatient Care for Teens... 505.5004 Ss see 7 
A Policy on Smoking in Hospitals... ....... 15 
Polling Patients for Opinion on Their Care 
Reducing Anxiety for Surgical Patients 
The Rovers: Help for Those inNeed.........5 
Special Care for Burn Victims... . 62 003 0 ee 8 
They Race to Restart a Heartbeat 
They Take the Waiting out of Admissions. ... . 
Through Rhyme to Reason 
Transcendental Meditation in a Nursing 

Home 


WORKING WITH PEOPLE 

The ABCs of Supervisory Success.......... 
Avoid the Pitfalls of Making a Change 

Be Diplomatic with Your Boss 

Can You Level with Subordinates? 

Do You Develop Talented Subordinates? 

Don’t Discount the Human Relations 


How People Learn 

Letter to a New Supervisor 

Listen with Understanding. ............. 
No Gold in Silence 

The Pitfalls of Stereotyping.............- 4 
Promote Safety Through Meetings 

Promotion: What About the “Also Rans”? .... 
Responsibility: Key to Motivation 

fo Fire of NOLtO PIG... 2 occ we 8's te en 
Understanding Subordinates’ Needs 

When a New Employee Has High Potential 

When a Worker Is Emotionally Disturbed 

When Emotions Disable a Worker. ......... 
Win Their Willing Cooperation 

You Can Sey FRAC AGE) «56 eho Stineew as 


WRITING 
(See COMMUNICATION) 
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